
APPLICATION FOR RECORDS RETENTION SCHEDULE 

. INSTRUCTlOMS: See Publication No. 76-RM-1 for inmuctions on wmpletifi this form. Forward signed original to 
Department of Archives and History. Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334. 
Attention: Schedulina Section. 

t 

OFFICE OF M E  SECRETARY OF =ATE 
DEPARTMENT OF ARCHIVES AND HISTORY 

RECORDS MANAGEMENT DIVISION 

H)R AGENCY USE 1. Aqsnsy Address 
Department  o f  Human R e s o u r c e s  mliation Date 

FOR RECORDS MANAGEMENT USE 
Application Num&r 

June 24, 1976 

DHR-76 
ppliotion Number 

aMP-./-d 
lnduded are: P a t i e n t  L e d g e r / ) L i s t i n g  i d e n t i f y i n g  h o s p i t a l  dbde, p a t i e n t  a c c o u n t  #, d a t e s  o f  

7 6 -  a \ q  Division of A d m i n i s t r a t i o n  
Pat ient  Accounts U n i t  
47 T r i n i t y  Avenue ,  Rm. 318-H 
A t l a n t a ,  Ga. J U N  2 8 '976 I - 6 1976 

Den R e c a i v d  Dm bmotated 

service, p a y e e  #, p a t i e n t  name, t r a n s a c t i o n  d a t e ,  a c c o u n t  b a l a n c e  b r o u g h t  f o r w a r d ,  b i l l i n g  
t o  d a t e ,  p a i d  t o  d a t e ,  and c u r r e n t  a c c o u n t  b a l a n c e .  

. Dmt of Soria 
iarliest ' Latest 

1970 I Present 

. 

5. R w r d s  Series T i i  /followed by tide used in offip; if differ8fltl 

P a t i e n t  Accounta P a t i e n t  Ledger F i l e s  

- .. - ~. 

File is arranged: c h r o n o l o g i c a l l y  b y  y e a r  t h e r e u n d e r  b y  nwnth. 
3 . .  I 

How often are records referred to which are: I. Monthly Rderenu Rate 
One to six months old 10 ; Seven to twelve months old 5 ; Thirteen to twentyfour months old 5 
twentv-five months and older f ? '. 

I. Annual Ram of Accumulation of R o a d s  
Lettw.sio, drawers ; Legal-sim drawers ;Shelves 2 ; Other /sp&*l 

.. - i . ,! - .  

* . .  



__I 

d. Audit period 
e. Administrative need 

years. 3 
b. Statut~ of limitation 
L Federal law yean. f. Federal retention inmucriom 

Attach oopy or ax- of law or mgulations. Explain administrative mod. 

Based on p r e v i o u s  reference experience, P a t i e n t  Accoun t s  need f i l e s  for  a 10 y e a r  p e r i o d .  

-__ 
12. Appcavod Ohpodtion lnrrrucdonr This agency recommends that tho file series k cut off at the end of each: 

0 Calendar Year: 0 Fiscal Year: d o t h e r  
- 

SC C 1)Pd/7d then, 

0 Hold in the current files area l l lO l l th (S)  ycar(sl; then 
0 Transfor to local holding area; hold 
0 Trandw tq Stat0 Rmrds Center: hold 

year(s): then 
year(r); then 

Transfar to Sat0 Archives for pormanem retention. , 

Month1 y P a t i e n t  L e d q z  - D e s t r o y  upon r e c e i p t  and v e r i f i c a t i o n  
o f  next monthly report. 

Annual P a t i e n t  __  Ledger - C u t - o f f  f i l e  a t  the end of the f i s c a l  y e a r ,  
h o l d  i n  c u r r e n t  f i l e s  a r e a  for 5 y e a r s :  
then t rhs f e r  to  the S t a t e  Records  Center, 
h o l d  5 y e a r s ;  then d e s t r o y .  

Reoommendatiw in para- 
graph 12 am approved. 
( I f  disappmved, attach l a w  


